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To open the Lobbyist Application, go to the Legidative home page www.legis.state.ia.us, click on the“ L obbyist Information” tab and,
under the heading “Lobbyist Online Declaration System,” click the link entitled “ L obbyist Registration and Declarations.”
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. i Lobbyjist Registration and Declarations Update Your Account:
Toregister:

1 Click | her er);' .f 1. Clickon“My Account” tab.

2. Complete the form. - 2. Complete update changes. (It will take
3. Click Submit. oot pavevrt_ DD you through a series of three steps.)

4. You will be notified

3. Click Next after completing Steps 1 &
2, then click the Commit Update button
at the end of Step 3.
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when your account is Forgot YourLobbystRogistation Password? Enter gt

. userid and check the box and wel e-mail you the

activated. password. If you didnt provide a valid e-mail address whe
creating your account

cal the Lobbyist Clerk at 516-2816381

If you are an unregistered Lobbyist
click here to register.

Lobbyist Registration

First Mame Last Name k ] A Lobbyist Update (Step 1 0f3)

Input your User-ID: * Thae IS aIS.‘) a“ FOI‘gOt First Name

g:;;  your Password” link, which
will assist you if you o b S 25 Cote D

Special characters are not allowed in names or passwords cannot I’erne"nber your : Z:T‘":me ::Z::? oma000.0000000)
Lobbyist istration' I b d after the lobbvist clerk i Date November 22, 2008 (date last validated)
e s g password. Enter your
Regetraton o User ID and check the Ty ———
i@ Forgot P Ord" bOX Pedmsmodnicomacl OPhone O Cel Phone ®Email
My Declarations: You may view and print your declarations here.
Declarations Declare Yourself Declare Multiple Declare Others Edit Declaration Lock Bill
Declarations by Lobbyist Mickey Mouse
Print Color Declaration
Bill Declaration Client Date Time By Undecided
HF100  Against  AAA Minnesota/lA Novernber 22, 2006  09:51:06 AM Mickey Mouse G =
HF100  For  Accessinc. November 22, 2006 09:50:29 AM Mickey Mouse reen or
HF123  Undecided Citi Group November 22, 2006 09:50:29 AM Mickey Mouse Orange Agai nst
HE123 Far CGl MNovember 22, 2006 09:50:29 AM Mickey Mouse|
HF100 Undecided Metro Transit Authority November 22, 2006 09:50:29 AM Mickey Mouse
Associate Clients to your Account: To Declare on a Bill:

1. Click“Clients’ tab.
2. Addclientsto your list by clicking the Add link next to

Click onthe“My Declarations’ tab.
Click the Declare Y our self tab along the top of the

N

the desired client under the “Potential Clients” list. (If a screen.
Client is not on the existing list, please contact legidative
staff.)

3.  Click the Remove link under the “Current Client” list to
delete a client from your account.

Enter the Bill Number.

Select Position. (For, Against, or Undecided)
Select Client from the drop down list.

Click Submit.
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Lobbyjist Registration and Declarations Declarations Declare Yourself  Declare Multiple Declare Others Edit Declaration Lock Bill

The Current Clients are clients that you can currently declare for.
Potential Clients are clients that you may add to your Current Clients list.

Ifa client isn'tin the Potential Clients list please Bill Declaration
call the lobbyist clerk at 515-281-5381.

Select Clients for

Current Clionts Bill Number Position Clients/Lobbyist
2‘*’*"”‘"‘"*5”‘3”’* z*'”m For O Against O Undecided ® | Lobbyist: Mickey Mouse
ccess Inc emovel
v
cal Remore Client: Metro Transit Authority
im ‘Ghrnsuph Eemnve For O Against © Undecided ® | Lobbyist: Mickey Mouse
ealthSout! emove|
Sign out Metro Transit Authorit v
——— IA. Assn. of Criminal Defense Lawyers Removel Clent .
Metro Transit Authority Remove For O Against O Undecided ® | Lobbyist: Mickey Mouse
Potential Clients: Client: | Metro Transit Authority v
[2005 Apartment Owners Coalition Add
l2006 Add For O Against O Undecided @ | Lobbyist: Mickey Mouse
13M Corporation Add Client: | Metro Transit Authority v
6th Judicial Dist. Dept. of Correctional Serv.&Comm. Correction Improvement Assn Add
|AAA Pest Control Add For O Against O Undecided @ | Lobbyist: Mickey Mouse
IAARP lowa Add Client: | Metro Transit Authority v
[ABATE of lowa Add
|Academy of Opthamology. Inc. Add Cancel Submit
|Academy of Trial Lawyers Add
lAccountants Assn. of lova Add

|ACS State Healthcare

=
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Associates - People that you have given the ability to declare on
your behalf.

To Add an Associate:
1. Click the" Associates’ tab.
2. Click the Add Associates tab along the top of the screen.
3. Select an associate by clicking on their name and then
click Submit.

To Remove an Associate:
1. Click Remove Associatestab along the top of the screen.
2. Sdect an associate and click the Remove link.

To View Associations:
1. Click the Associatestab. A list showing all associations
given to you and that you have given will appear.

To Choose a Sub Administrator:
1. Click the Sub Administrator tab at the top of the screen.
2. Sdect aSub Administrator from the list and then click the
Submit button.

Add i Remaove i Sub
Rights granted by to this Lobbyist
First Last First Last
Donald Duck Mickey Mouse
Mickey Mouse Donald Duck

Lock a bill —Locking abill will allow no other person the ability to
make changes on your behalf on that bill. All associations will be
invaid for that bill.

Tolock abill:
1. Clickthe“My Declarations’ tab.
2. Click the Lock Bill tab aong the top of the screen.
3. Enter the desired Bill Number.
4. Click Submit.

Declarations Declare Yourself  Declare Multiple Declare Others Edit Declaration Lock Bill

Input Bill To be Locked|

No Locked Bills

Toremovealock:
1. Click the Lock Bill Tab
2. Click Remove by the desired bill number.

AN

Declarations Declare Yourseif k@e Multiple. Declare Others Edit Declaration Lock Bill

InputRill To be Locked|

Version Date lemo'

Bill
Type
HF 100 November 22, {006 Remove

Declare M ultiple — Allows you to declare for multiple people and clients at onetime. To begin, click the “My Declarations’ tab, then

click on the Declar e Multiple tab along the top of the screen.

4. Check the boxes of the
/

desired associates.
Declarations Declare Yourself Declare Multiple Declare Others Edit Declaration Lock Bill
Bill Declaration 5. You may change
individual declarations
" by using the drop
1. Enter the Bill Number. ——> A — down arrows.
Q For O Against O Undecided \
2. Sdlect aClient from v 6. Click Next.
. | Select a Client M v v
the drop down list. = = = Z
L Select a Client 3 £ £ 7. Click Next again.
3. Sdlect the Declaration Select a Client v v E

To Fill Out Lobbyist Reports Online:

1. Click onthe“ReportsMenu” tab.

2. Click theFile Monthly L obbyist Report link.

3. Read the information screen and then click Next.

4. Choose the time period covered for the report and
click Next.

5. Sdect the clients represented by the report by
checking/unchecking the boxes next to them.
Click Next.

6. Enter each campaign contribution you have made
during the time frame of the report and click Next.

7.  List your expenditures during the time frame of
the report and click Next.

8. Review your report to make sure al information
entered is correct and then click the Confirm
Report button.

9. Your report has been filed.

Last Updated:

* You can also reset your password (Reset Password tab), print any of
your information (Print Optionstab), and view a help file for the program
(Help tab) by clicking on the various tabs aong the |eft-hand side of the
screen.

* |t isimportant that you sign out of the program before you exit the
application. To sign out, simply click the Sign Out tab. You will seethe
message below insuring that you have successfully exited the program.

Your have left the Lobbyist system

November 22, 2006




